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CONFIDENTIAL 

SECURITY 

II. Organisation uud MetliiOda Surveyt- 

This stags of fcr&iaiag vlH lw uadertaken v&m completion of that 
outlined, la I., above* She trainee, vorklng under the cbooe supervisior 
of a senior Organisation and ifethode Emmimr, vill be assigned project 
gradually increasing responsibility until be has absorbed the practices, 
principles cad techniques relating to -MW survey© { approc<ii;mteiy 4 raonfcg 

.III, Research .. graining. 

A* Required Reading 

General Manages® at at the Executive Bxwaeh 

!£b« QomsiMstim aix Organisation of the Executive Branch 
of the Govonnsent - February l$k9 

The Task force Report on Federal Personnel * m 29-43 

The Coimisaion oar; Organisation of the Fasec stive Branch 
of the Govmaaiai - January 3$&9 

Survey ftrinelplas aw fechniqpe* 
by William A. GUI 

Reprinted frosti IS 49 issues of Modern Manner lent 

MicrofilMiig of Records 

Mar Bepcrtraemt 211 12-25', - March 1$&6 

Am Outline of General Survey Principles end Practices 
u. S* Bureau of the Budget * June 19tc 

Basic Principles of Organisation 

Array Service Farces Manual U ?03-2 - Api*il Xjkj 

Work Siiqpllficatlon 

Army Service Forces Manial K 703-3 - May 19*14 

htaadardisatioa of ffc-rss 

Arsy Service forces Manual K 703-6 - August 1944 

Aliapllfication and Standardisation of Procedures 

Aray Service ftecss iianual H 737-7 - Septaafcer 1944 

Form Control 

u, S, Bureau of the Safest la&Bgnaezrb Bulletin - Jime 19fe3 
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Telephone Service lcJ w 

rr. «. Bureau of the Budget Management Bulletin * April 


process Charting ^ „ ,, . . 

U. S. Bureau of* 'the Budget .Management Bulletin 


Hoveasber lft? 


Duplicating Service 

U. S. Bureau of the Budget 


Management Bulletin - April 19H' 


production Planning and control 

U, s. Bureau of the Budget Management Bulletin 


October \IM>- 


A work Measurement Syetess 

0. S. Bureau of the Budget Management Bulletin 


March 19^ 


Guide to Drafting of Functional statements 

Department of State Organisation Manual - July 19*J 

Selected Reading of Projects Completed by Management Analysis 
Office 

Review of Legislation, Presidential Executive Order and Bureau 
of the Budget Circulars Pertaining to Management Improvement 

B. Suggested Reading 

RCA Work Simplification Program 

Office Services , Centralised or M©tt 
by G. J. Mills 

British Management Review - December 195t 


Concluding Report 

The Commie# ion on Organisation of 
of the Government * May 19^9 


the Executive Brunch 


Production Management 

Albert Raoond end Aaeociates, Inc. 

Records Management Micropfcotography 

Veterans Administration Iftmal M 3-9 - October 10, -9*9 

Techniques for the Development of a Work Measurement System 
Bureau of the I udget * March 19 5^ 
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i.'ork Simplification ({Material Handling) 

Aray Service torccu M 703-4 - October 1943 

work Measurement 

Arssy Service itorees Manual M 703*5 * January 1945 


Note: The above reading matter should be covered at the 

trainee’s convenience during phase I* of his training* 
Advice and assistance throughout the Training Program 
may be obtained through dally contacts with the 
Organisation and Methods Explainers. The Trainee 
should continually disc**** his problems with the 
Deputy Advisor tor mum&Bmnt in order to tailor the 
training to iedi vidua l needs. 
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